Career By Design Syllabus

BA 47

	TERM: Spring 2008                                    INSTRUCTOR: Joseph Jony Charles, M.S. 

DATE: Wednesdays 1-28/3-7                      E-mail:  JosephCharles@shopnowshop.com 

TIME: 6:00---8:50 PM                                 ROOM:  Bus 43

BLACKBOARD: http://blackboard.scccd.edu   UNITS: 3


Required Text: Hanna, Sharon L. Career by Design: Communicating your way to success. Third Edition, Pearson Prentice Hall, Upper Saddle River, New Jersey: 2005

Course Description: 

Success in the workplace and in life depends, to a large degree, on the weaving of communication with interpersonal skills.  The development of people skills or soft skills helps connect people, employees with employers.  As students are designing their career, this course will give them the “what and how” of meeting their goals.  Students will learn how to apply and interview for career positions.

Teaching Methodology: 

The course will be taught using a variety of methods including lectures, discussions, case studies and small group activities.  

Course Objectives: 

Upon successful completion of this course, students should be able to:

· Understand the importance of interpersonal skills, people skills, and relationship building in their career development

· Grasp the importance of using communication in all aspects of career development

· Acquire skills allowing them to develop successful careers instead of just finding jobs.

· Explore the art of job seeking besides learning about and appreciating themselves, acquiring positive communication and other interpersonal skills, developing or strengthening desirable personal qualities and behaviors, understanding the full scope of career development and developing positive relationships in all aspects of life. 

· Get what they want in the workplace: achieving personal goals, seeking career and job satisfaction

· Develop a Resume, write a Cover Letter, fill out a Job Application, deal effectively with follow-up and rejection letters.

· Interview with confidence by preparing for and selling themselves during the interview.

· Effectively handle career challenges such as discrimination, sexual harassment, family issues, time management, burnout, stress and many other workplace issues.

Course Requirements: 

Class Participation



20 points

Three Blackboard Cases


30 points
(10 points per case)

Weekly (4) Quizzes 



20 points 
(5 points per quiz)

Resume & Cover Letter Prep.


15 points

Final Presentation



15 points

Total





100 points

Grading:
A

90---100 points

B 

80---89 points

C 

70---79 points

D

60---69 points

F

59 points & below

Class Participation, Enrichment Opportunities, & Other Expectations: 

The student is expected to attend all classes and roll will be taken every week. Each night, one or more enrichment opportunities will be provided to the class.  These opportunities involve small groups, class discussions, experiments, assessments etc.  Enrichment points can only be earned by participating in class.  There are no make-up opportunities for the enrichment activities.  A missed class is a missed opportunity! Two or more unexcused absences will result in a zero (0) point class participation grade.  The learner is expected to be in the classroom promptly at the start of the class.  Cell phones should be turned off during class.  Texting takes the student’s attention away from the classroom subject under discussion.

Each student is expected to contribute to classroom and Blackboard discussions.  20% of your overall grade will depend on his/her class attendance and in-class discussions of his/her opinions, answers to questions, analysis, and ideas about the textbook material and assigned cases.  The learner is expected to read and complete all assigned work prior to coming to class.  Class participation grade will be a reflection of the quality and frequency of his/her contributions.  Attendance alone does not represent participation.  Make-up quizzes will not be given and all written case assignments that are not turned in on or before the assigned due date will receive a lower grade.

Diversity notes:

Participate actively and enthusiastically.  Test out new thoughts and ideas.  Respect the views of others.  Acknowledge and appreciate differences.

Course Calendar/Schedule: (Subject to change)

	Class Meet # and Date
	Topics
	Textbook Reading

	1 on 1/30/2008
	Class Introduction; Course Overview; Beginning with the Self
	Syllabus; Chapter 1

	2 on 2/6/08
	Interacting Positively With Others; Being open-minded, First Impressions, Using Assertiveness, Communicating as the Key to Success; Seeking Career and Job Satisfaction, Researching Careers, Jobs and Employers; Planning and Conducting Your Job Search
	Chapters 2 and 3

Quiz on Chapters 1, 2 and 3

Quiz is worth 10 points

	3 on 2-13-08
	Presenting Yourself in Writing: Developing your resume; Writing a Cover Letter and Writing other letters; Filling Out A Job Application; 

Interviewing with Confidence: Preparing for an interview; Selling Yourself during the Interview 
	Chapters 4 and 5

Quiz on chapters 4 and 5

5 points

	4 on 2-20-08
	Developing Your Career:  Negotiating and Accepting an Offer; Rejecting an Offer; Beginning Your New Job, Maintaining Balance; Keeping Personal Records; Changing Careers and Jobs; Owning your own business
	Chapter 6

Resume and Cover Letter are Due!

Cases are due on BlackBoard!

http://blackboard.scccd.edu

	5 on 2-27-08
	Building Relationships at Work: Promoting Positive Relations, positive communication, realistic expectations, sensitivity, cooperation and collaboration, teamwork, praise, appreciation of Diversity; Managing Conflict Effectively; Dealing with Difficult People etc.

Handling Career Challenges:  Discrimination, Sexual Harassment, Family Issues, Time Management, Burnout, Stress etc.
	Chapters 7 and 8

Quiz on Chapters 7 and 8

5 points

Final Exam Discussion:  Questions and Answers

Exam Format etc.



	6 on 3-5-2008
	Final Exam
	

	
	
	


Notes: This Course Schedule is tentative. The instructor reserves the right to modify it as necessary.

Attendance Policy & Drop Information: Once again, roll will be taken during each class meeting. In accordance with SCCCD policy, the student shall understand that with two or more weeks of consecutive absences, the instructor reserves the right to drop him/her from the class.  The Dean or the instructor may choose to reinstate the student under certain conditions.  Absence in no way relieves the student of responsibility for missed assignments and course requirements.
Please note that it is your responsibility to OFFICIALLY drop this course should you decide for any reason that you are no longer able to meet the requirements of this course.  Failure to drop this class by the final drop date will result in “F” grade for the class.  

DISHONESTY: CHEATING AND PLAGIARISM:  Please refer to the “Student Code of Conduct” which includes consequences ranging from reprimand to expulsion.

ADA and Section 504 of the Rehabilitation Act Notification:

“If you have a verified need for an academic accommodation or materials in alternate media (i.e., Braille, large print, electronic text, etc.) per the Americans with Disabilities Act (ADA) or Section 504 of the Rehabilitation Act, please contact your instructor as soon as possible.”

